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Purpose

The Indiana Department of Workforce Development procured an electronic case management
system for the delivery of workforce development services effective July 1, 2006. The system
was operational on July 1, 2006 for the Workforce Investment Act (WIA) and Trade Adjustment
Assistance (TAA) funding sources. The system will become operational for the Wagner-Peyser
and Veterans programs in 2007.

The purpose of this bulletin is to distinguish between Service Notes and Case Notes entered
in to TrackOne.

Content

The Service Note is a field located on the Services screen. It is a 254 character restricted field
designed to allow a case manager to record brief notes about the particular service record. It is
NOT intended to replace a formal Case Note. The Service Note field is an OPTIONAL field.
That is, Case Managers are not required to enter any information in that field unless required to
do so by local policy.

The Case Note screen is the place where Case Managers document the services they deliver to
the client, justify services provided and funds expended (supportive service funds, training funds,
etc.). Case Notes are REQUIRED. It is expected that Case Managers write detailed Case Notes
to support their work with clients. These Case Notes should be consistent with best practices in
case notation as defined by local areas. They should include the “who, what, where, when, why
and how™ of the service/activity. Case notes should NOT include references to PMIS codes.
These codes are no longer utilized and create confusion for case note reviewers not familiar with
the old PMIS code system.
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Case Notes are subject to Monitoring and Data Validation processes. Service Notes are
reviewed optionally when Case Notes do not adequately support service delivery. In other
words, Service Notes are not normally reviewed during a Monitoring or Data Validation process
but may be reviewed when Case Notes documentation is insufficient.

The contact person regarding this bulletin is:

Nate Klinck

Director, Center of Excellence, Career Services
Indiana Department of Workforce Development
10 N. Senate Avenue

Indianapolis, IN 46204

Phone: 317/232-7595

FAX: 317/233-6081

Email: nklinck{@dwd.IN.gov
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2006-11 Obligation Tracking in TrackOne
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